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PO m 24 1956

MEWRANDUM POR: Director of Commmications
| | Diregtor of Personnel
P Sl
Spactal Support Assistant to DB/S
Direstor of Security
Chdef, Audit Staff
Comptroller
Pirestor of Logiatics

- BUBJECT: Reports Management

ote Fall revealed two
1, The orta sarvey conducted last
signiftioant figu {a) 1n the DD/S area we spend over Igg,gw
heurs yearly preparing reports, and (v) analysing the nesd for
pays dividends, Rsocrmendations were developed on Ls
of the 226 rnportl sxamined, Iwproved practices glmdy have
elizinated over 7,000 hours of hesdquarters reporting.

. vinsed that reports msnagement should be con=
ﬁm:i inxt: gﬁ% srea, You are therefore asied to sstablish
m&mtammimﬂimmmmmmlmﬂ
ad to soerdinate requiremsnts for sxternal reports with the

Ressrds Managememt Officer for Reports, Management Staff,

. feetive 1 Ootober 19556, each approved requiremsnt for
nmnx ‘: ”nper'b shall dbe Illign‘d' a reports mml symbol, ‘
Thereafter, persemnel who receive & requirsment for a regurring
repart which has not besn assigned a symbel, shall so notify their
Reperts Mansgemnt Officer and defer complying with the require-
ment until notified that it has been approved,

FORICDE Pades 2 & 3

- | LUG 27 1956
- CONFIDENT AL
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CONFIDENTIAL

be Attached is a basia gulde for operating your re :
management program, The Records Managemsnt Officer for orts
will sssist your staff in applying this sulde to meet the par-
ticular neecds of your component,

(signed) H. Cales Llovd
H, GATES LIOTD
Acting Deputy Directer
(Support)

Attachoent
Program Unide

Bistribution
1 - Each addressee
2 . DD/3

2 - MgtS/mis

Hgts /RS pat (8/23/56)
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